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Index to Census and Manuscript Microfilm Materials 


In Texas State Archives 


Compiled by 
Irene Sanchez 


The publication of this list of microfilm holdings of the Archives Di- 
vision of the Texas State Library fulfills a long existing need and is 
printed in the hope that patrons will be provided more rapid and 
accurate service by the Archives staff. The present index lists all mi- 
crofilm in the Archives except newspapers, which will be scheduled for 
publication in a later edition of Texas Libraries. One word of explana- 
tion is necessary for the proper use of the Texas Census Records. The 
word “to” betwees two counties, i.e., Anderson to Bexar, must be inter- 
preted to mean that the last named county is included on that roll of 


microfilm. 


Code 
CD(EP) 


CD (Gal) 


CD (Mex) 
CD(PN) 


Box 


Year Number Contents 


1 
2 


NR ANH De ao a im) 


—_- 


El Paso Consular Despatches: Jan. 1, 1885- 
Nov. 30, 1888 
. ¢ . ° Apr. 10, 1850- 
Dec. 31, 1869 
afi mR . Dec. 16, 1859- 
Dec. 31, 1891 
Pr» -* ° . Jan. 1, 1889- 
July 31, 1891 
ar . sa Aug. 1, 1891- 
Oct. 1, 1897 
Matamoros Consular Despatches: 1826-1836 
5 . 1837-1844 
* . re 1844-1851 
¥ , . 1858-1866 
. 7 5 1867-1874 
5 - 5 1874-1879 
: n . 1879 
Galveston Consular Despatches: 1830-1845 
™ ss . 1817-1842 
1842-1846 
Mexico City Consular Despatches: June 19, 1889- 
Aug. 24, 1889 
Piedras Negras Consular Despatches: 
Jan. 8, 1868- 
Feb. 20, 1873 
. . = ”" Aug. 1, 1881- 
Dec. 31, 1886 
" ° = " Jan. 1, 1887- 
Nov. 30, 1889 
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Cod 


CD 


S Box 
Code Year Number Contents 
Dec. 1, 1889- 
Dec. 31, 1891 
CD(EP)2 Jan. 1, 1892- 
Dec 31, 1893 
CD (Dial) 1 Ciudad P Dial Consular Despatches: Jan. 4, 1894- 
Jan. 24, 1896 
| Di- 2 > a Ae . 5 Jan. 17, 1901- 
id is May 25, 1905 
and | CD(Tex) 1 Texas Consuiar Despatches: 1£25-1844 
mi- {| CEN 1850 1 Texas Census Records: Anderson to Austin 
| for Counties 
ana- , 1850 2 Austin (cont’d) to 
The Cherokee 
ter- P 1850 3 Cherokee (cont’d) to 
ll of Guadalupe 
1850 4 is 4 . Harris to Lavaca 
1850 5 7 " = Leon to Rusk 
1850 6 : Rusk to Williamson 
1860 7 . Anderson to Brazoria 
1860 8 . ™ , Brazos to Fayette 
1860 9 x = ‘4 Fayette (cont’d) to 
Johnson 
1860 10 6 - ef Duplicate of 9. 
1860 11 : mn 7 Karnes to Shelby 
1850 12 . :" i Smith to Upshur 
1860 13 1. 1 . Uvalde to Zavala ,includ- 
ing Frio and Throckmor- 
ton) 
1860 14 s 5p: Slave Schedules, Ander- 
son to Young (including 
Shackelford, Montague 
and Presidio) 
1860 16 es * 4 Duplicate of 8 
1860 17 is a Hs Duplicate of 9 
1860 18 . " w Duplicate of 11 
1860 19 ¥ 9 . Duplicate of 12 
1860 20 r «2 . Frio to Zavala, Texas 
Slave—Anderson to Hunt 
1870 21 sf i " Anderson to Bexar 
889- F 1870 22 i 4 . Blanco to Calhoun 
1889 i 1870 23 , " : Comal to Fort Bend 
4 1870 24 i i - Fayette to Hardin 
68- : 1870 25 9 . . Hardin (cont’d) to Jef- 
373 ferson 
81- ‘ 1870 26 2 a mg Johnson to Zavala 
886 . 1870 27 . ; McLennan to Rusk 
Q7- : 1870 28 4 el pi Robertson to Tyler 
889 P 1870 29 . . és Upshur to Zapata 
% 1880 30 i , . Anderson 
RIES 
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Code 


62 


Box 
Year Number 


1880 31 
1880 32 
1880 33 
1880 34 
1880 35 
1880 36 
1880 37 
1880 38 
1880 39 
1880 40 
1880 41 
1880 42 
1880 43 
1880 44 
1880 45 
1880 46 
1880 47 
1880 48 
1880 49 
1880 50 
1880 51 
1880 52 
1880 53 
1880 54 
1880 55 
1880 56 
1880 57 
1880 58 


Contents 


Anderson (cont’d) to 
Austin 

Bandera to Bell 

Bexar to Bosque 
Bowie to Brown 
Burleson to Caldwell 
Caldwell (cont’d) to 
Cameron 
Camp to Clay 

Clay (cont’d) to Coleman 
Colorado to Cooke 
Cooke (cont’d) to Cros- 
by, also Floyd, Garza, 
King, Lynn, Motley and 
Dickens 

Dallas, DeWitt, Gaines 
Dawson, Deaf Smith, 
Delta 

Eastland to Encinal 
(now Webb) 

Erath to Fannin 
Fannin (cont’d) to 
Fayette 

Fayette (cont’d) to Frio 
(Scurry) 

Galveston to Goliad 
Gonzales, Gray, Hutchin- 
son, Roberts and Gray- 
son 

Grayson (cont’d) to 
Gregg, also Grimes 
Grimes (cont’d) to Har- 
ris, also Wilbarger 
Harris (cont’d) to Har- 
rison 

Harrison (cont’d) als 
Oldham, Hartley and 
Hidalgo 

Hidalgo, Hill, Knox, Old 
ham, Wheeler, Hood ant 
Hopkins 

Hopkins (cont’d) to 
Hunt 

Jack to Jones 

Karnes to Kerr 
Kimble to Stonewall 
Lamar to Lampasas 
Lampasas to Leon 
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MA 


Box 
Code Year Number Contents 
0 ° 1880 59 e ' ‘ Leon (cont’d) to McCul- 
loch 
° 1880 60 sa a . McLennan to Marion 
. 1880 61 » . . Marion (cont’d) to 
Milam 
° 1880 62 . . - Milam (cont’d) to 
> Nacogdoches 
. 1880 63 , ™ “ Nacogdoches (cont’d) to 
Nolan 
man ° 1880 64 9 é 25 Nueces to Parker 
. 1880 65 a os 9 Parker (cont’d) to Red 
ros- River | : 
arza, “ 1880 66 : ¥ . Red River (cont’d) to 
and Runnels 
-, 1880 67 “ re 4 Rusk to San Saba 
- as 1880 68 e ” sa San Saba (cont’d) to 
: Smith 
; . 1880 69 is < ‘i Smith (cont’d) to Ste- 
: phens 
° 1880 70 . af . Tarrant to Tom Green 
“3 1880 71 ‘ o = Travis to Tyler 
. 1880 72 oi _ . Tyler (cont’d), Upshur 
and Uvalde; Van Zandt 
; and Victoria 
Frio . 1880 73 ° . ° Walker to Waller and 
Washington 
1 “ 1880 74 1 . ? Washington (cont’d) to 
chin- Williamson 
Gray- P 1880 75 : . . Williamson (cont’d) to 
Wood 
0 2 1880 76 " : ” Wood (cont’d) to Zavala 
MED 1 Post Medical Reports: Austin—1851-1873 
Har- Fort Bliss—1878-1894 
Brenham—1865-1870 
Har- 7" 2 " y . Fort Concho—1867-1899 
Corpus Christi—1845- 
alse 1870 
nd 3 ° 4 - Fort Davis—1854-1891 
Camp Del Rio—1885- 
, Old- 1890 
d and s 4 si . a Fort Duncan—1849-1883 
Eagle Pass—1886-1904 
to . 5 ” . ° Fort Elliott—1879-1890 
Fort Galveston—1865- 
1870 
Greenville—1873 
ll Fort Griffin—1867-1881 
iS , 5 . ° : Fort Hancock—1884- 
1893 
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Code 


VET 





Box 


Year Number 


~) 


10 


Cnonou»rwhore 


Texas Confederate Service Records: A-AS 


Contents 


Indianola—1868-1869 
Jefferson—1869-1871 
Livingston—1868 
Camp Pena—1880-1893 
Waco—1870 
Richardson—1866-187] 
Fort Stockton—i869- 
1886 

San Antonio—1866-187| 
Medical History: Fort 
Ringgold, Texas—July, 
1868-July, 1906 

Fort Brown, Texas: 
1868-1880; 1894-1906 
Fort McKavett—1852- 
1893 

Fort Quitman—1858- 
1874 


At-Bd 
Bea-Boc 
Bod-Bron 
Brow-Bz 
C-Cha 
Che-Con 
Coo-Cy 
D-Dez 
Dh-Dz 
E-Fem 
Fen-Fug 

. Ful-Gl 

. Go-Gw 

n H-Harp 
Harr-Hen 
Heo-Hol 

" Hom-I 

s J 

. K 

7 L-Lig 

i Lih-Mal 

Y Man-McCl 

. McCo-McM 

r McN-Mol 

Mom-My 

ig N-Or 
Os-Pet 
Pen-Py 
Q-Rie 
Rif-Rum 
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DN 








Box 


Code Year Number Contents 
, ° 32 . e . . Run-Sei 
os i = ‘ ‘ : Sel-Sl 
If: 7 ‘ ‘ : Sm-Stas 
° 35 “ ‘ 5 mi Stat-Sz 
ial = : ‘ T-Ti 
- . 37 a . . . Tn-V 
871 ” 38 ° ” . , W-Wer 
“it - % ; ° : Wes-Will 
_ # 40 ¥ ° ° “ Wilm-Wy 
bs . rt ° ” ” X-Z 
ae CL 1 Mexico City Consular Letters: Jan. 3, 1838- 
‘ June 24, 1838 
July 3, 1838- 
6 Dec. 31, 1838 
59. . 2 . " “ . Jan. 4, 1839- 
May 16, 1839 
Q May 16, 1839- 
‘ Oct. 10, 1839 
3 . . . ° Mar. 2, 1840- 
Dec. 30, 1845 
: Jan. 11, 1846- 
a Nov. 14, 1850 
“ 4 ’ a . ’ Feb. 5, 1851- 
, Dec. 17, 1859 
. Jan. 15, 1861- 
Dec. 29, 1866 
5 a : , . Dec. 29, 1866- 
Dec. 30, 1869 
Jan. 13, 1870- 
Nov. 22, 1872 
, : 6 . - . "Dee. 14, 1872- 


Jan. 25, 1875 
Feb. 15, 1875- 
™ July 16, 1867 
) CL 6 af - . ™ Dec. 14, 1872- 
Jan. 25, 1875 

Feb. 15, 1875- 

July 16, 1877 

, 7 . . " . July 30, 1877- 
Dec. 31, 1879 

Cl Jan. 1, 1880- 
cM , ; ' Mar. 31, 1883 
DN Mexico City Diplomatic Notes: Nov. 30, 1821- 

. c Nov. 9, 1835 
: . ? . ° Nov. 9, 1835- 
Mar. 17, 1839 
Mar. 17, 1839- 

Mar. 11, 1851 

“6 Mar. 7, 1851- 
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Code 


TDN 


Box 


Year Number Contents 


cononrdthke a o 


10 
11 
12 
13 


Reo NrwO NHRRO DW 


Feb. 3, 1854 
ie . Feb. 3, 1854- 
Feb. 21, 1857 
- ’ Feb. 21, 1857- 
July 25, 1861 
° r . July 11, 1861- 
Oct. 2, 1862 
r Oct. 2, 1862- 
Jan. 24, 1863 
Jan. 24, 1863- 
July 8, 1865 
. ‘ July 8, 1865- 
May 16, 1866 
May 9, 1866- 
Jan. 9, 1867 
, . Jan. 9, 1867- 
Apr. 20, 1867 
By r . ' Apr. 30, 1867- 
June 4, 1867 
San Luis Potusi 
Dispatches: 
Nov. 27, 1869- 
Dec. 7, 1886 
Texas Diplomatic Notes and Legation Letters: 

1836-1845 
Texas Diplomatic Notes and Legation Letters: 

1836-1843 
Legation Letters: 1843-1845 

' 1836-1844 
Journals of the Convention of March 1-17, 1836 
House and Senate Journals, Third Legislature, 
1849-1850. 
House Journal, Sixteenth Legislature 
Texas Almanac: 1857 through 1864 

ws 1865 through 1872 (Do not 
have 1866) 

: , 1873; 1904; 1910; 1911; 1914 
Out of State Census Records: Alabama, 1830 
Census: Mobile, Baldwin, Monroe, Dallas, Pickens, 
Bibb, Montgomery, Clarke, Shelby, Butler, Henry, 
Marengo and Greene Counties. 

Out of State Census Records: Mississippi, 1820 
Census: Adams, Amite, Franklin, Greene, Law- 
rence, Marion, Perry and Wayne Counties. 
Out of State Census Records: Mississippi. 1820 
Census: Claiborne, Covington, Hancock, Jackson, 
Jefferson, Monroe, Pike, Warren and Wilkinson 
Counties. 

Out of State Census Records: Mississippi, 1830 


TEXAS LIBRARIES 





Cod 


CE 
M: 


L 


836 
Ire, 


rt 


1914 
1830 

-kens, 
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10 


ao at F&F WO WN 


Census: Adams, Amiet, Claiborne, Copiah, Cov- 
ington, Franklin, Greene, Hancock and Hinds 
Counties. 

Out of State Census Records: Mississippi, 1830 
Census: Jackson, Jones, Jefferson, Lawrence, 
Lowndes, Madison, Marion, Monroe, Perry, Ran- 
kin, Simpson, Warren, Washington, Wayne, Wil- 
kinson, and Yazoo Counties. 

Out of State Census Records: Kentucky, 1810 and 
1820 Census: Christian, Garrard and Madison 
Counties. Articles, “Trade Barriers and Con- 
sumer Interest”, by E. A. Curtis; “The Sino-Jap- 
anese Hostilities and International Law”, by 
Henry Wei. 

Tennessee Census Records, Morgen through Wil- 
son Counties 

Private Manuscripts: Gail Borden Papers, 1838- 
1844; Mercer Colony (The Texas Association). 
Private Manuscripts: Gail Borden, Jr. Papers: 
1842-1864; 1868. 

Galveston Customs House Records: 1835-1844. 
Muster Rolls and Letters of Captain Cady’s Com- 
pany, Texas Mounted Rangers, 1845-1846; Muster 
Rolls, Company I, 2nd United States Dragoons, 
1846-1850. 

William Bollaert’s Manuscript 

John H. Reagan Papers 

John H. Reagan Papers 

The Oklahoma Revolution, by William D. McBee 
Reports of Passengers Entering the Port of Gal- 
veston during the First and Second Quarters of 
1846. 

Diary of J. Alexander Fulton: October 1, 1854 
through January 3, 1855; 

Recounting of Fulton’s Experiences on Trip West 
and South, October 1, 1854 through January 3, 
1855. 

Texas General and Special Laws: Analytical Index 
to the Laws of Texas: 1823-1905. 

Gammel’s Index to Laws of Texas: 1822-1905 
Texas General and Special Laws: First and Second 
Congress 

Texas General and Special Laws: Second, Third, 
and Fourth Congress 

Texas General and Special Laws: Fourth and 
Fifth Congress 

Texas General and Special Laws: Fifth, Sixth, 
Seventh, and Eighth Congress 

Texas General and Special Laws: Eighth and 


67 








Box 


Year Number Contents 


7 

8 

9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 


23 


id 


Ninth Congress; First and Ninth Legislatures. 
Texas General and Special Laws: First, Second, 
and Third Legislatures. 

Texas General and Special Laws: Third (cont'd) 
and Fourth Legislatures. 

Texas General and Special Laws: Fourth 
(cont’d) and Fifth Legislatures. 

Texas General and Special Laws: Fifth (cont'd) 
and Sixth Legislatures. 

Texas General and Special Laws: Sixth (cont'd) 
and Seventh Legislatures. 

Texas General and Special Laws: Seventh (cont'd) 
and Eighth Legislatures. 

Texas General and Special Laws: Eighth (cont'd) 
and Ninth Legislatures. 

Texas General and Special Laws: Fifth, Ninth, 
Tenth, and Eleventh Legislatures. 

Texas General and Special Laws: Eleventh and 
Twelfth Legislatures. 

Texas General and Special Laws: Twelfth Legis- 
lature (cont’d) 

Texas General and Special Laws: Twelfth Legis- 
lature (cont’d) 

Texas General and Special Laws: Twelfth (cont'd) 
and Thirteenth Legislatures. 

‘lexas General and Special Laws: Thirteenth 
(cont’d) and Fourteenth Legislatures. 

Texas General and Special Laws: Fourteenth 
Legislature (cont’d). 

Texas General and Special Laws: Fifteenth and 
Sixteenth Legislatures. 

Texas General and Special Laws: Sixteenth 
(cont’d), Seventeenth and Eighteenth Legisla- 
tures. 


Texas General and Special Laws: Eighteenth 
Legislature (cont'd). 

Ordinances of Texas: February 21, 1861; 1866. 
Constitution of 1869. 

Ordinances of Constitutional Convention, 1875. 
Secretary of State Materials: Department of State 
Bonds and Oaths 

Secretary of State Materials: Domestic Corre- 
spondence: 1822-1840. 

Secretary of State Materials: Domestic Corre- 
spondence: 1840-1845; 

State Hood: 1846-1849 

Secretary of State Materials: Domestic Corre- 
spondence: 1848-1860. 
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10 
11 
12 
13 
14 
15 
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16 
12 


3 
14 
15 
16 
17 
18 
19 


Year Number 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Secretary 


spondence: 


Contents 


of State Materials: 


1860-1870. 


of State Materials: 


1866-1870. 


of State Materials: 


1870-1871. 


of State Materials: 


1871-1873. 


of State Materials: 


1873-1874. 


of State Materials: 


1874-1876. 


of State Materials: 


1876-1877. 


of State Materials: 


1877-1879. 


of State Materials: 


1879-1880. 


of State Materials: 


1880-1881. 


of State Materials: 


1882-1883. 


of State Materials: 


1883-1884. 


of State Materials: 


1884-1889. 


Domestic 
Domestic 
Domestic 
Domestic 
Domestic 
Domestic 
Domestic 
Domestic 
Domestic 
Domestic 
Domestic 
Domestic 


Domestic 


Corre- 
Corre- 
Corre- 
Corre- 
Corre- 
Corre- 
Corre- 
Corre- 
Corre- 
Corre- 
Corre- 
Corre- 


Corre- 


Census of Texas: Agricultural Productions 
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Box 


Year Number Contents 


20 
21 
22 
23 
24 
25 
26 
27 
28 
29 
30 
31 
32 
oo 
34 
35 
36 
37 
38 
39 
40 
41 
42 
43 


44 
45 
46 
47 
48 
49 
50 


51 


Social Statistics: 1850-1860 
Social Statistics: 1860 and 1870 
Products of Industry: 1850 and 1860 
Products of Industry: 1860 and 1870 
7 24 4 1870 and 1880 
Census of Texas: Manufacturers 
me . Defective, Dependent and De- 
linquent Classes 
Census of Texas: Defective, Dependent and De- 
linquent Classes 
Census of Texas: Defective, Dependent and De- 
linquent Classes 
Census of Texas: Defective, Dependent and De- 
linquent Classes 
Defective, Dependent and Delinquent Classes 
Mortality, 1850: Anderson-Comal Counties 
Census of Texas: Mortality Lists: 1850: Comal 
to Wharton Counties. 
Mortality, 1860: Anderson-Titus Counties. 
Texas Mortality Lists: 1860: Titus-Zapata 
Counties. 
, . " 1870: Anderson-Menard 
Counties 
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Code Year Number Contents 
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Texas Mortality Lists, 1870: 
Counties; Utah Territory. 
Texas Mortality Lists, 1880: 
Counties. 

Texas Mortality Lists, 1880: 
Counties. 

Texas Mortality Lists, 1880: 
Counties. 

Texas Mortality Lists, 1880: 
Counties. 

Texas Mortality Lists, 1880: 
Counties. 

Mortality Lists, 1870: Utah 


Menard-Zavala 
Anderson-Cherokee 
Cherokee-Grayson 
Grayson-McLennan 
McLennan-Upshur 
Upshur-Zavala 


and Vermont. 
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Our personal lives depend on pa- 
perwork, the business world de- 
pends on paperwork, and the State 
Government depends on paper- 
work. In the early days all paper- 
work was hand written, but with 
the development of the typewriter, 
the multilith, the photostat, and 
other duplicating processes, paper- 
work production has greatly mul- 
tiplied. Expansion of government 
activities has also added to the in- 
crease in paperwork activity in 
Texas. The increased paperwork 
production necessitated legislation 
to effectively manage this influx of 
records. 


In 1947 the State Legislature 
created the Records Division of 
the State Library. Article 5441a, 
Vernon’s Civil Statutes of the 
State of Texas, authorized the 
Texas Library and Historical Com- 
mission to establish and maintain 
a records administration division 
which would manage all public 
records of the State. The Direc- 
tor of this division works closely 
with the State Archivist, both be- 
ing under the direction of the Di- 
rector of the State Library. The 
three records depositories are lo- 
cated about five miles south of the 
Capitol in an industrial area of 
Austin. There are approximately 
115,000 cubic feet of boxed and 
bound records now being stored, 
many of which are classified as 
current records. Depositing agen- 
cies make about 185 requests per 
month for their records. An av- 
erage of 850 items are processed 
out of this division and circulated 
to agencies each month. One item 
may be a single sheet of paper or 
a bound volume, depending on the 
particular method of storage. 
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Records Management in Texas Government 
By William Carlton 


Functions Performed 


The lives of most records are in 
a sense similar to those of human 
beings, in that they are born, 
they live, and they die. Records 
management includes creation, 
maintenance, and disposition of 
records. At present, the Records 
Division is responsible for two- 
thirds of these functions—main- 
tenance and disposition. This di- 
vision has no control over the crea- 
tion of records. These three rec- 
ords functions and their applica- 
tion to the state government of 
Texas will be discussed in the fol- 
lowing paragraphs. 

Records are created by the var- 
ious agencies of state government. 
The number of forms used and the 
design of these forms is controlled 
by each agency; it is not a 
function of the Records Division. 
Records are transmitted to this 
division by an agency when that 
agency needs more office space for 
current records. <A _ transmittal 
list (fig. 1) is required to be sub- 
mitted to the Records Division by 
the depositing agency prior to the 
transmittal of the actual records 
This list is examined and when 
found to be in order, approval is 
given for the transfer. 

Records maintenance is_ the 
principal function of the Records 
Division. This includes assigning 
space, inventoring records and 
preparing inventory lists, circulat- 
ing records, and maintaining rec- 
ords schedules. 

Space is prorated to each depcs- 
iting agency prior to the transfer 
of records. At present some ageii- 
cies have used all of the space al- 
lotted to them. These agencies 
may no longer transfer records un- 
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til some of their non-current rec- 
ords may be destroyed, or unless 
space is taken from another agen- 
cy and assigned to them. Gener- 
ally, space is not taken from one 
agency and assigned to another 
unless one agency has space that 
will not be needed within a year. 
The possible solution to this prob- 
lem of space will be mentioned 
later in this article. 


Records are constantly being in- 
ventoried at the depository. Ther» 
are several thousand cubic feet of 
old records (prior to 1940) on hanc 
that have either never been in- 
ventoried or have been inventoried 
in an unsatisfactory manner. 
These records are being examined 
and either retained in the deposi- 
tory, destroyed, or transferred to 
the State Archives. The final dis- 
position of these records is deter- 
mined by the Director of the State 
Library. In addition to the old 
records, all current records are in- 
ventoried upon their arrival at the 
depository, and are added to the 
records list of the depositing agen- 
cy. There is a records list for each 
agency on file at the depository. 


Retention schedules are in the 
process of being established with 
each depositing agency. These 
schedules will classify each type 
of record as either permanent or 
temporary, with a retention period 
being assigned to all temporary 
records. This retention period will 
be assigned by the depositing 
agency prior to the transfer of 
the records. Records now in the 
depository will also be classified by 
the agency that transmitted them 
to the Records Division. From 
these retention schedules, a dis- 
posal schedule will be established. 
The future plans are for all tem- 
porary records to be disposed of 
by schedule. At the present time 
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there are only a few records cov- 
ered by disposal schedules. 


In a previous paragraph it was 
mentioned that depositing agen- 
cies average 185 requests per 
month for their records. These 
requests are made by telephone, 
and deliveries are made to state 
agencies twice daily. All requests 
are completed in one to twenty 
hours, depending on the nature and 
time of the request. A _ receipt 
book is maintained and each per- 
son receiving records must sign 
for them. When a record is re- 
turned the receipt is cleared and 
the record is refiled. On occasions, 
qualified members of the staff will 
give information from these rec- 
ords to the requesting agency over 
the telephone, eliminating much 
paperwork and footwork for the 
Records Division. 


The disposal of records is defi- 
nitely an important and time con- 
suming function of this division. 
An agency desiring to dispose of 
some of its records must complete 
a Request for Authority to Dis- 
pose of Public Records (fig. 2). 
This form must list the reason for 
requesting disposal; it must give 
a description of the records with 
a sample of each type of record 
attached; and it must be signed 
by the head of the agency request- 
ing disposal. A record may be de- 
stroyed if it has ceased to have 
sufficient value to warrant further 
retention, if the same information 
is duplicated on permanent rec- 
ords, or if microphotographic re- 
productions of the record are avail- 
able. The disposal request is sub- 
mitted to the State Auditor, who 
will determine the record’s fiscal 
value to the state. If the request 
is approved in the Auditor’s office, 
it is then submitted to the Director 
of the State Library, who with the 
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assistance of the State Archivist, 
determines if the record has any 
historical value to the state. If the 
request is denied by either the 
State Auditor or the Director of 
the State Library, then the record 
may not be destroyed. The 
Records Division is notified of 
all approved disposal requests. If 
the records to be destroyed are 
filed in the depository, then it be- 
comes the responsibility of the 
Records Division to see that the 
records are destroyed. Each con- 
tainer is examined to make cer- 
tain that only records covered by 
the disposal request are destroyed. 
These records are sold as waste 
paper unless an agency requests 
that they be mutilated. A paper 
shredder and baling press are op- 
erated at the depository for the 
purpose of mutilating records and 
selling them as baled paper. The 
Director of the State Library may 
initiate the disposal request for 
records in his custody that are 
more than ten years old and which 
he deems valueless to the State. 
This request must also be approved 
by the State Auditor and the head 
of the depositing agency. 

In addition to the regular rec- 
ords management functions, the 
Records Division performs a serv- 
ice important to many citizens of 
Texas. Certain state fiscal rec- 
ords on file enable this division to 
verify prior teaching experience 
and prior state employment in 
Texas. Teaching experience prior 
to 1939 and state employment 
prior to 1946 are verified in this 
division. All subsequent teaching 
service is verified by the Texas 
Education Agency, and state em- 
ployment by the Employees Re- 
tirement System. Verification of 
this service, which is free of 
charge, assists many teachers and 
former state employees in obtain- 


74 








ing retirement benefits. There is 
an average of two hundred re. 
quests for verification of teaching 
service and fifty requests for veri- 
fication of state employment per 


year. 
Proposed Program 


The records management pro- 
gram in the state government of 
Texas is still in the development 
stage. The program is far from 
being superior, but many proposed 
changes and additions are now be- 
ing studied. One of the greatest 
problems is the acquisition of ad- 
ditional space. A _ state owned 
building constructed _ specifically 
for the storage of records would 
certainly be a solution to this 
problem. At present, the state is 
leasing three buildings for this 
purpose at a cost of one thousand 
dollars per month. These build- 
ings are certainly not suitable for 
records storage. The arrangement 
of shelving in the depositories is 
very poor, causing a considerable 
loss of floor space. This shelving 
is of both wooden and steel con- 
struction, and it would be almost 
impossible to rearrange or move 
it. The use of several different 
sizes of boxes by state agencies 
also creates a problem. Many of 
the shelves are constructed to hold 
a certain size box and larger boxes 
will not fit in these shelves. A 
proposed solution is the use of a 
standard size box for all agencies. 
Shelving could then be purchased 
or constructed to accommodate 
these boxes so that there would be 
no loss of space. This uniformity 
in box size and shelf arrangement 
would afford better control of the 
records by allowing a more simpli- 
fied location system. 

The establishment of a central 
microfilm unit in the State Library 
is a proposal that should be given 
serious attention. The combina- 
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tion of scheduled destruction and 
a complete microfilm operation 
would cut space requirements tre- 
mendously. A central unit in the 
Library would eliminate the rental 
of cameras by several agencies, 
lessening the cost of filming now 
being experienced. During the 
summer months, the doors of the 
depositories must be kept open to 
reduce the heat in the buildings 
and to provide light for the em- 
ployees. These open doors not 
only admit light and fresh air, but 
also dirt from the road and smoke 
from numerous industrial fires in 
the area. Humidity changes also 
have an effect on the records, 
causing some records to mildew. 
These unsatisfactory conditions 
will eventually decrease the life of 
the records. Certain permanent 


records should be put on microfilm 
as a security measure. The man- 
agement of records should include 
all state agencies, not just a few as 
is now the situation. Another pro- 
posal is to include the management 
of county records, providing addi- 
tional space can be acquired. A 
microfilm program would provide 
for this space, as well as providing 
for the movement of records of all 
agencies from high-cost office stor- 
age. 

After several stagnant years, it 
seems that records management is 
on its way up in the state govern- 
ment of Texas. With the adop- 
tion of several of these proposals 
and the addition of qualified per- 
sonnel to the staff, this program 
will become superior in a few 
years. 


Figure 1. 
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REQUEST FOR AUTHORITY TO 
DISPOSE OF PUBLIC RECORDS 


TEXAS STATE LIBRARY 
RECORDS ADMINISTRATION 


FROM: 


Under provisions of Chapter 403, Acts of the 50th Texas Legislature, 1947, I hereby 
request permission to dispose of the following descrived public records which ha 
no further legal, administrative, or historical use to this department for the rea 
indicated: 


The records have ceased to have sufficient value to warrant further retention 


The records have ceased to have sufficient value to warrant further retention 


because their microphotographic reproductions, complying with the mig 
mum standards of quality approved for permanent photographic records 
the National Bureau of Standards, have been certified as original 

for all legal purposes. 


Information in these records is duplicated in permanent records. 





TITLE OF SERIES (Attach samples of all forms) 


ORIGINAL PURPOSE AND CONTENTS 


APPLICATION APPROVED: 


State “Auditor caine | : ‘ Date Signature 


State Librarian Date ‘ Title 
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